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Articulation of managers 
HRM accountabilities. 
HR policies. Workforce 
planning. Job classes & 
salaries assigned. 

Qualified candidate 
pools, interviews & 
reference checks. Job 
offers. Appts & per-
formance monitoring. 

Work assignments& 
requirements defined. 
Positive workplace 
environment created. 
Coaching, feedback, 
corrections. 

Individual development 
plans. Time/ resources 
for training. Continuous 
learning environment 
created. 

Clear performance 
expectations linked to 
orgn’al goals & 
measures. Regular 
performance appraisals. 
Recognition. Discipline.

Managers understand 
HRM accountabilities. 
Jobs, staffing levels, & 
competencies aligned 
with agency priorities.  

Best candidate hired & 
reviewed during 
appointment period. 
Successful performers 
retained.

Workplace is safe, gives 
capacity to perform, & 
fosters productive 
relations. Staff know job 
rqmts, how they’re doing, 
& are supported.

Learning environment 
created. Employees are 
engaged in develop-
ment opportunities & 
seek to learn.

Employees know how 
performance contributes 
to success of orgn. 
Strong performance 
rewarded; poor 
performance eliminated

Foundation is in place 

to build and sustain a 

productive, high 

performing workforce.

The right people are in 

the right job at the 

right time.

Time & talent is used 

effectively. Employees 

are motivated & 

productive.

Employees have 

competencies for 

present job & career 

advancement

Successful perf is 
differentiated & 
strengthened. 
Employees are held 
accountable.

Employees are 
committed to the work 
they do & the goals of 
the organization

Productive, successful 
employees are retained

State has workforce 
depth & breadth 
needed for present and 
future success

Agencies are better 
enabled to successfully 
carry out their mission. 
The citizens receive 
efficient government 
services.
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• Percent supervisors with current performance expectations for workforce 
management 

• Management profile
• Workforce planning measure (TBD)
• Percent employees with current position/competencies descriptions

• Time-to-fill funded vacancies
• Candidate quality
• Hiring Balance (Proportion of appointment types)
• Separation during review period

• Percent employees with current performance expectations
• Employee survey ratings on “productive workplace” questions
• Overtime usage 
• Sick leave usage
• Non-disciplinary grievances/appeals filed and disposition (outcomes)
• Worker Safety 

• Percent employees with current individual development plans 
• Employee survey ratings on “learning & development” questions
• Competency gap analysis (TBD) 

• Percent employees with current performance evaluations 
• Employee survey ratings on “performance & accountability” questions 
• Disciplinary actions and reasons, disciplinary grievances/appeals filed and 

disposition (outcomes)
• Reward and recognition practices (TBD) 
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� Employee survey ratings on 
“commitment” questions

� Turnover rates and types 

� Turnover rate: key 
occupational categories

� Workforce diversity profile

� Retention measure (TBD)
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Analysis:
• An initial analysis of supervisor and manager PDPs revealed opportunities to coordinate the performance 

expectations of our leaders.   

Action Steps:

� By April 2008 we will coordinate performance expectations into a standard for all leadership positions and tie 
them directly to the workforce management elements in the DOP logic model.
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$������	%

Managers understand 

workforce management 

accountabilities. Jobs and 

competencies are defined 

and aligned with business 

priorities. Overall 

foundation is in place to 

build & sustain a high 

performing workforce.

������������
���	���	%

Percent supervisors with 
current performance 
expectations for 
workforce management

Management profile

Workforce Planning 
measure (TBD)

Percent employees with 
current position/ 
competency descriptions
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Percent supervisors/managers with current performan ce 
expectations for workforce management = 100%

Total # of supervisors/managers with current performance expectations for workforce management = 25*

Total # of supervisors/managers = 25*

* Total positions = 26 - one position currently vacant

Workforce Management Expectations

Current Position/Competency Descriptions

Percent employees with current 
position/competency descriptions = 100%

Total # of employees with current position/competency descriptions* = 148

Total # of employees* = 148 (excludes three-member Board)
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Analysis:

� We met our goal of 100% PDF completion.

Action Steps:

� PDFs will be reviewed during the evaluation period, as job duties change, and as positions become vacant 
(prior to recruitment).
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Washington Management Service
Headcount Trend
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Managers understand 

workforce management 

accountabilities. Jobs and 

competencies are defined 

and aligned with business 

priorities. Overall 

foundation is in place to 

build & sustain a high 

performing workforce.

������������
���	���	%

Percent supervisors with 
current performance 
expectations for workforce 
management

Management profile

Workforce Planning 
measure (TBD)

Percent employees with 
current position/ 
competency descriptions

WMS Management Type

Management
100%

Manager 7

Consultant 0

Policy 0

Not Assigned 0
$����%���
����&�
�����'(&��������
�
������������	���)*!�(� 

Analysis:

� No new management positions have been 
created 

� We have maintained our 4.6% WMS 
position level.

� Data is included from last reporting period 
per DOP instruction

Action Steps:

� We will continue to review all position 
descriptions as positions become vacant 
(prior to recruitment), during the 
incumbent’s annual Performance and 
Development Plan (PDP) process, or as 
changes are made to the job duties.  For 
EMS and WMS positions, this will include 
a review of the impact of changes on the 
nature of management, decision-making 
environment, or scope of management 
accountability and control, which may 
affect JVAC point value or management 
profile.  

� We will continue to monitor our use of 
management positions.

Number of WMS employees = 7.0

Percent of agency workforce that is WMS = 4.6%

Managers* Headcount = 17

Percent of agency workforce that are managers* = 11 .3%
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Management Profile
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Time-to-fill Funded Vacancies
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Best candidates are hired 

and reviewed during 

appointment period. The 

right people are in the right 

job at the right time.

������������
���	���	

Time-to-fill vacancies

Candidate quality

Hiring Balance 
(proportion of 
appointment types)

Separation during review 
period

Candidate Quality
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Analysis:

� Data includes last reporting period per DOP 
instruction.  Time period for all information on 
this page:  July 2006 through June 2007

� Supervisor feedback about “what worked best 
in the hiring process” included effective 
interview questions, using screening 
questions early in the process to identify 
candidates best qualified for the job, including 
employees on the interview panel who would 
be working closely with the position, and the 
ability with e-Recruiting to get a candidate 
with known skills and abilities easily into the 
pool to be interviewed.

� Opportunities for improvement included 
ensuring that e-Recruiting is consistently 
available during an open recruitment so 
candidates are not prevented or discouraged 
from applying, more HR involvement in 
reviewing candidate personnel files, making a 
more user-friendly on-line profile and 
application process, and improving the 
information received through e-Recruiting or 
making sure that a supplemental letter of 
interest and resume are obtained.

Action Steps:

� HR shared feedback on e-Recruiting to DOP.  
“What worked best” feedback will be shared 
with supervisors as best practices.
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Types of Appointments
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Promotions

Transfers

New Hire

Total number of appointments = 9*
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Separation During Review Period  -

There were no separations during 

review periods
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Staff know job 

expectations, how they’re 

doing, & are supported. 

Workplace is safe, gives 

capacity to perform, & 

fosters productive 

relations. Employee time 

and talent is used 

effectively. Employees are 

motivated.

������������
���	���	�

Percent employees with 
current performance 
expectations

Employee survey ratings 
on “productive 
workplace” questions

Overtime usage

Sick leave usage

Non-disciplinary 
grievances/appeals filed 
and disposition (outcomes)

Safety and Workers 
Compensation (TBD)

�	�	�	��
�����
��������
�
������������	������'�A
��	������2��

Percent employees with current performance expectat ions = 100%*

*Based on 148 of 151 reported employee count (excludes three-
member Board)

Applies to employees in permanent positions, EMS, WMS & 
General Service

Current Performance Expectations

Q4. I know what is expected of me at work.

Q1. I have opportunity to give input on decisions affecting my work.

Q2. I receive the information I need to do my job effectively. 

Q6. I have the tools and resources I need to do my job effectively. 

Q7. My supervisor treats me with dignity and respect.

Q8. My supervisor gives me ongoing feedback that helps me 
improve my performance.

Q9. I receive recognition for a job well done.

�B�B4B �4B 'CB �B

4B D�B D=B ��B 4�B �B

�B�B D=B =�B >�B �B

�B�B4B =�B 4�B �B

�B�B4B �4B �B'�B

�BCB �=B D�B 4�B �B

=B D�B D�B ==B =�B �B

4.6

4.0

4.3

4.5

4.2

3.9

4.5

Avg

� 3�2�� � ��
�
� � ���	��
�	

� � E��	

� � �
:	��

Overall average score for Productive Workplace Rati ngs:  4.29

Employee Survey “Productive Workplace” Ratings

Analysis:

� We met our goal of 100% current 
PDPs

� The PDP includes expectations for 
key results and competencies.  
Supervisors are expected to 
describe these expectations with 
measurable results. 

� BIIA survey scores are above state 
average.

Action Steps:

� Maintain 100% current PDPs

� Analyze new survey data when 
available in December 2007.
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Overtime Cost - Agency

$111

0

$434

$523

0

0

$1,984

$851

$259

$0

$0

$537

F� FD���� F����� F=���� F>���� F4����

Jul-06

Aug-06

Sep-06

Oct-06

Nov-06

Dec-06

Jan-07

Feb-07

Mar-07

Apr-07

May-07

Jun-07

Analysis:

� Data is included from last reporting period per DOP 
instruction.

� Overtime is used infrequently.  In March 2007 overtime 
was needed for a legal support employee to work on a 
complex case.  In April 2007 overtime was needed to 
complete inventory. 

� Supervisors communicate to their overtime-eligible 
employees that they are not to work over their 40 hour 
workweek.  In rare cases when overtime is needed, 
employees consult with their supervisor in advance.  
The supervisor can assess whether the situation is an 
isolated case, or whether it is necessary to review 
processes or workload, or consider an increase in staff.  

Action Steps:

� We will monitor our use of overtime to ensure effective 
use.
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Staff know job 

expectations, how they’re 

doing, & are supported. 

Workplace is safe, gives 

capacity to perform, & 

fosters productive 

relations. Employee time 

and talent is used 

effectively. Employees are 

motivated.
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Percent employees with 
current performance 
expectations

Employee survey ratings 
on “productive workplace”
questions

Overtime usage

Sick leave usage

Non-disciplinary 
grievances/appeals filed 
and disposition (outcomes)

Safety and Workers 
Compensation (TBD)
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Analysis:

� Data is included from last reporting period per 
DOP instruction.

� Agency sick leave usage is generally lower 
than state average.   In January 2007 several 
employees were absent for more than one day 
for personal illness or to care for 
children/family members.  In March 2007 one 
employee used a large amount of sick leave 
as part of an extended absence, and a few 
other employees were absent for more then 
one day for sick leave reasons.

� New leave reports were created in April 2007 
per the “Action Step” listed in our last report, 
designed to give more useful leave data to 
managers and supervisors.

� In July 2007 managers communicated to all 
supervisors the importance of monitoring leave 
usage, identifying potential leave problems, 
and taking appropriate action at early stages 
when abuse is indicated. 

Action Steps:

� Continue to monitor leave, identify problems 
and take action as needed. 
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Sick Leave Hrs Used / Earned (per capita)

Sick Leave Hrs Used / Earned (those who took SL)

Sick Leave time period = July 2006-June 2007
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Sick Leave Usage�������
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$������	%

Staff know job 

expectations, how they’re 

doing, & are supported. 

Workplace is safe, gives 

capacity to perform, & 

fosters productive 

relations. Employee time 

and talent is used 

effectively. Employees are 

motivated.

������������
���	���	�

Percent employees with 
current performance 
expectations

Employee survey ratings 
on “productive workplace”
questions

Overtime usage

Sick leave usage

Non-disciplinary 
grievances/appeals filed 
and disposition (outcomes)

Worker safety 

68.6%5.5 Hrs

% of SL Hrs Earned (per 
capita) - Agency

Avg Hrs SL Used (per 
capita) - Agency

82.5%6.4 Hrs

% of SL Hrs Earned (per 
capita) – Statewide*

Avg Hrs SL Used (per 
capita) – Statewide*

134.6%10.8 Hrs

% SL Hrs Earned (those 
who took SL) - Agency

Avg Hrs SL Used (those 
who took SL) - Agency

148.4%11.9 Hrs

% SL Hrs Earned (those 
who took SL) – Statewide*

Avg Hrs SL Used (those who 
took SL) – Statewide*
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Non-Disciplinary Grievances (represented employees)

There were no non-disciplinary appeals during this time period.

Action Steps:

� We will continue to focus resolving issues at the lowest level and at the earliest opportunities.  We 
encourage and support ongoing communication between supervisors and employees, and utilize higher 
management and/or HR to help facilitate when needed.  

� We will continue to train supervisors and managers on contract provisions and other rules, policies and 
procedures so they can implement these correctly to avoid misunderstandings that may lead to 
grievances.  Training for supervisors and managers on the 2007-2009 WFSE Collective Bargaining 
Agreement was conducted in May 2007.
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$������	%

Staff know job 

expectations, how they’re 

doing, & are supported. 

Workplace is safe, gives 

capacity to perform, & 

fosters productive 

relations. Employee time 

and talent is used 

effectively. Employees are 

motivated.

������������
���	���	�

Percent employees with 
current performance 
expectations

Employee survey ratings 
on “productive workplace”
questions

Overtime usage

Sick leave usage

Non-disciplinary 
grievances/appeals filed 
and disposition 
(outcomes)

Safety and Workers 
Compensation (TBD)

Non-Disciplinary Appeals (mostly non-represented employees)

Number of Non-Disciplinary Grievances Filed
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Total Non-Disciplinary Grievances = 1

Type of Grievance and Grievance Disposition

� Grievance involved an employee’s Performance and Development Plan (PDP).  The grievance was 
withdrawn prior to arbitration.
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Staff know job 

expectations, how they’re 

doing, & are supported. 

Workplace is safe, gives 

capacity to perform, & 

fosters productive relations. 

Employee time and talent is 

used effectively. 

Employees are motivated.

������������
���	���	

Percent employees with 
current performance 
expectations

Employee survey ratings on 
'productive workplace' 
questions

Overtime usage 

Sick leave usage

Non-disciplinary 
grievances/appeals filed 
and disposition outcomes

Worker Safety

Action Plan:

• Accidents are investigated per WAC 296-800-32020.  
Investigations are evaluated at safety meetings to 
determine if the cause(s) of the unsafe situation was 
identified and corrected.

•The Board and managers will be provided a quarterly 
update on agency claim types and status for review, 
analysis and action.

• An “Office Ergonomics” in-house training session is 
scheduled for November 2007 to educate employees 
about avoiding injury/discomfort

Analysis:

• Agency claims are generally lower than state average.

•The data, charts and codes provided by Labor and Industries for 
this report are not particularly useful for analysis.

• Our own analysis identified 23 claims filed for 2003 through 2006:
10 claims involving repetitive motion, overuse, etc.
6 claims involving lifting/twisting hurt back 
3 trip/fall
2 tooth injuries
2 car accidents

Allowed Annual
Claims Rate* :

Agency vs. All HR
Management Report
(HRMR) agencies

*Annual claims rate
is # claims / 100 FTE

1 FTE = 2000 hours

Injuries by Occupational
Injury and Illness
Classificatio n (OIICS)
event:
For fiscal period 2002Q3
through 2007Q2

(categories under 3% or not 
adequately coded are grouped 

into 'misc.')

Source: Labor & Industries, Research and Data Services (data as of 09/03/2007)

Worker Safety: Industrial Insurance Appeals, Board of
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Sta te F iscal Quarter

Agency - To tal injuries resulting in L&I
claim

HRM R - Total injuries resulting in L&I
claim

Agency - To tal injuries resulting in only
medical treatment

HRM R - Total injuries resulting in only
medical treatment

Agency - Injuries resulting in lost time and
medical treatment

HRM R - Injuries resulting in lost time and
medical treatment

Overexert ion         

Bodily React ion      St ruck Against  Object

Fall To Lower Level  

Fall On Same Level   

Highway Accident      

Misc

Repet it ive Mot ion    

312%Struck Against Object01

14%Repetitive Motion    23

833%Overexertion         22

14%Misc-

28%Highway Accident     41

312%Fall To Lower Level  11

28%Fall On Same Level   13

417%Bodily Reaction      21

NumberPercentOiics DescriptionOiics Code
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A learning environment is 

created. Employees are 

engaged in professional 

development and seek to 

learn. Employees have 

competencies needed for 

present job and future 

advancement.

������������
���	���	�

Percent employees with 
current individual 
development plans

Employee survey ratings 
on “learning & 
development” questions

Competency gap analysis 
(TBD)

Q5. I have opportunities at work to learn and grow.

Q8. My supervisor gives me ongoing feedback that helps me 
improve my performance.

4B D�B D�B D=B �B44B

�BCB �=B D�B 4�B �B

4.0

4.2

Avg

Employee Survey “Learning & Development” Ratings

Overall average score for Learning & Development Ra tings:  4.01

�	�	�	��
�����
��������
�
������������	������'�A
��	������2��

Analysis:

� IDPs are created as part of the 
PDP process.

� We met our goal of 100% current 
PDPs

� Agency survey scores are above 
state average

� We provide many development 
opportunities, using many varied 
sources in order to meet the 
unique needs of employees:

Classroom (DOP, other vendors)
� E-training
� Tuition reimbursement
� In-house training using agency              

employees as trainers to share 
knowledge and best practices

� Committee-provided (safety, 
wellness)

� Additional development provided 
to employees as part of their 
participation on cross-functional 
teams.

Action Steps:

� Maintain 100% current PDPs

� Analyze new survey data when 
available in December 2007

Percent employees with current individual 
development plans = 100%

Based on 148 of 151 reported employee count (excludes three-
member Board)

����
�����
����

������������	������
����
�����
���  !��"�#�

Individual Development Plans
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Analysis:

� We met our goal of 
100% current PDPs.

� BIIA survey scores 
are higher than state 
average.   BIIA scores 
for recognition were 
among the highest of 
state agencies.  Per 
DOP request, we 
participated in sharing 
our “best practices”
with state HR 
managers.

Action Steps:

� Maintain 100% 
current PDPs

� Analyze new survey 
data when available in 
December 2007.

Employee Survey “Performance & Accountability” Ratin gs

Overall average score for “Performance & Accountabi lity”
ratings:  4.2

�	�	�	��
�����
��������
�
�����������	�������'�A
��	������2��

Q3. I know how my work contributes to the goals of my agency.

Q10. My performance evaluation provides me with meaningful 
information about my performance.

Q11. My supervisor holds me and my co-workers accountable for 
performance. 

Q9. I receive recognition for a job well done.

3% 10% 17% 33% 37% 0%

0%0%5% 20% 75% 0%

7% 10% 10% 32% 42% 0%

3%2%7% 35% 53% 0%

4.7

3.9

4.3

3.9

� 3�2�� � ��
�
� � ���	��
�	

� � E��	

� � �
:	��

Avg

����������
�����������

$������	%

Employees know how their 

performance contributes to 

the goals of the 

organization.  Strong 

performance is rewarded; 

poor performance is 

eliminated. Successful 

performance is differentiated 

and strengthened. 

Employees are held 

accountable.

���������������	���	�

Percent employees with 
current performance 
evaluations

Employee survey ratings 
on “performance and 
accountability” questions

Disciplinary actions and 
reasons, disciplinary 
grievances/appeals filed and 
disposition (outcomes)

Reward and recognition 
practices (TBD)

Based on 148 of 151 reported employee count (excludes three-
member Board)

����
�����
����

������������	������
����
�����
���  !��"�#�

Percent employees* with current performance 
evaluations = 100%

Current Performance Evaluations
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���������������	���	�

Employee survey ratings 
on “commitment”
questions

Turnover rates and types

Turnover rate: key 
occupational categories

Workforce diversity profile

Retention measure (TBD)

Q3. I know how my work contributes to the goals of my agency.

Q12. I know how my agency measures its success.

Q9. I receive recognition for a job well done.

0%0%5% 20% 75% 0%

2%0%10% 27% 62% 0%

3% 10% 17% 33% 37% 0%

4.7

4.5

3.9

Avg

� 3�2�� � ��
�
� � ���	��
�	

� � E��	

� � �
:	��

Employee Survey “Employee Commitment” Ratings and Tu rnover Rates

Overall average score for Employee Commitment ratin gs:  4.36

�	�	�	��
��&�
�����'(&��� ����
�
�������� �J ���'�A
��	������2��

3
�����!
2�������
�	�
�����	,���������������
���
�� 	2	�
	�
�����)*!�I� 

Total Turnover Actions:  3 (each represents 0.7% of  the agency workforce)
Total turnover 2%

,�������,�	����	�-+�������*����.
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Analysis:

� The BIIA typically has low turnover.  
Reasons cited by the employees 
who left the state system included 
promotional opportunities, desire 
for higher salary, and return to 
school.  One employee passed 
away in June 2007.

� Exit interviews are conducted and 
information is shared with the 
division manager and the Board.

� Employee satisfaction ratings for 
our agency are among the highest 
in the state.  Those rates have 
increased each year since we 
began surveying employees in 
1998.

� Through PDPs and PDFs, each 
employee’s job is connected with 
the mission of the agency.  Agency 
statistics and results are shared 
with employees, through meetings, 
the Intranet, and in visual displays.

Action Steps:

� We will continue to analyze exit 
interview data and develop 
strategies for retention as needed.

� Analyze new survey data when 
available in December 2007

�9��9��9�
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Disciplinary Grievances
(Represented Employees)

�	�	�	��
�����
��������
�
�����������

Disciplinary Grievances and Appeals

����������
�����������

$������	%

Employees know how their 

performance contributes to 

the goals of the 

organization.  Strong 

performance is rewarded; 

poor performance is 

eliminated. Successful 

performance is differentiated 

and strengthened. 

Employees are held 

accountable.

���������������	���	�

Percent employees with 
current performance 
evaluations

Employee survey ratings on 
“performance and 
accountability” questions

Disciplinary actions and 
reasons, disciplinary 
grievances/appeals filed 
and disposition 
(outcomes)

Reward and recognition 
practices (TBD)

Formal Disciplinary Actions

Analysis:

� As with grievances, our focus is to 
resolve issues and performance 
problems at the lowest level and earliest 
opportunities.  Managers and 
supervisors have received training on 
performance management 
fundamentals, the Performance and 
Development Plan process, just cause 
discipline standard, workplace 
harassment prevention, basic 
investigations and ethics.  By supporting 
and increasing the skills and knowledge 
of our leaders, they are better equipped 
to manage employee performance.

Action Steps:

� We will continue the development of our 
supervisors, both in 
management/supervisory areas to 
maintain skills,  and also to respond to 
needs we identify by analyzing 
disciplinary or corrective actions. 

There were no disciplinary grievances or appeals filed during this period.

Disciplinary Action Taken
Time period = [mm/yy] through [mm/yy]

1Suspensions

-0-Total Disciplinary Actions*

-0-Reduction in Pay*

-0-Demotions

-0-Dismissals

Issues Leading to Disciplinary Action

� Disciplinary action was taken for violation of the BIIA Use of 
State Resources policy and OFM Travel Regulations

* Reduction in Pay is not currently available in HRMS/BW
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Agency State
Female 60% 53%
Disabled 5% 5%
Vietnam Vet 5% 7%
Disabled Vet 1% 2%
People of color 13% 18%
Persons over 40 87% 75%
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Analysis:
• During this period we increased the diversity of our 

workforce in the Asian, Hispanic, and disabled groups.   
Promotion to another agency and the death of an 
employee reduced our percentage in the Black group.

• HR attended the 2007 Statewide Diversity Conference 
hosted by the Minority Bar Associations of Washington.  
We identified diversity organizations and included these 
new contacts when we advertised recruitment for our 
judicial staff in an effort to increase the diversity of our 
applicant pools.

Action Steps:
• Pursuant to our Affirmative Action Plan, supervisors will 

be trained in lawful and effective hiring practices.   
Training is scheduled for early 2008.  

• We will continue to utilize targeted recruitment and 
make other affirmative efforts to recruit a diverse 
workforce.

Workforce Diversity Profile

Percent Age Distribution
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Employee survey ratings on 
“commitment” questions

Turnover rates and types

Turnover rate: key 
occupational categories

Workforce diversity profile

Retention measure (TBD)
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